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PREFACE

This manual provides a guide to RACMA’s Continuing Education Program (CEP). 
The aim is for clear explanation of the programme as the College approaches Australian Medical Council (AMC) Accreditation process, and to support the view of various Medical Boards that all medical practitioners should participate in continuing professional development relevant to their area of practice and at a level at least equivalent to that of the relevant College program. 
As part of ‘being in good standing’ with the College, the RACMA Council expects all Fellows and Members to be involved in CEP to a level appropriate to their involvement in active Medical Administration practice. 
For actively practicing Fellows and Members the expectation is a minimum 50 hours per year of CEP activities. It is recommended that participants in CEP use adult learning principles of relevance, self-direction and that the contininuing education be related to individually determined CEP needs and learning objectives.

The role of RACMA in CEP is to provide support to Fellows and Members to maximise the value of their CEP activities and to provide an administrative system which satisfactorily certifies involvement in CEP.   
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INTRODUCTION
The RACMA Continuing Education Programme (CEP) provides you with a way to pursue your development as a medical administrator. This involves:

· being a member of a small group of colleagues (CEP Group) who assist each other with the achievement of learning objectives, 

or 

· as an alternative, working with an individual plan and contract, if that course better serves your needs.

THE MANUAL
This RACMA CEP Manual is divided into two broad parts:

Part 1: About the CEP - basic information relating to the Programme.

Part 2: CEP Workbook - information to assist you through the process of developing an appropriate continuing education programme for yourself. 

SUGGESTED STEPS IN GETTING STARTED

1. Read through Part 1: About the CEP to get an understanding of the Programme.

2. Browse through Part 2: CEP Workbook to get a broad sense of what it contains.

3. Talk about some of the issues raised with some of your colleagues.

4. Decide whether you wish to work with an individual contract or become a member of a CEP Group. If you prefer to join a CEP Group begin the process of linking up with other Fellows and Members in a CEP Group. This may involve joining an existing Group or the formation of a new Group.  Your local CEP Coordinator can assist.

5. Once you have linked up with a Group, or made the decision to proceed individually, you can begin to work systematically on the preparation of your development plan by the CEP Workbook in Part 2

Part 1. ABOUT THE CONTINUING EDUCATION  PROGRAMME
1. INTRODUCTION

This part of the CEP Handbook introduces you to the Continuing Education Programme (CEP), whereas Part 2 (CEP Workbook) provides you with a step by step approach to developing your continuing education programme.

2. RACMA AND CONTINUING EDUCATION

The College has adopted a systematic CEP to cater for the development needs of its Fellows and Members and to assure high standards and evaluation of achievement.

The policy as adopted therefore has two main features:

1. Individual responsibility for continuing education, particularly through the use of 'learning contracts'.

2. The option to use small groups of peers (CEP Groups) to assist Fellows and Members to choose, develop, and undertake learning activities and to approve satisfactory achievement.

The design of CEP is based on the following principles:

· Fellows and Members are responsible for their own learning.

· Individual learning needs and styles differ and participants start their education from different bases.

· Fellows and Members have different needs and opportunities in their jobs.

· Fellows and Members have different career plans.

· CEP Groups can promote a collegiate culture by assisting mutual development.

CEP incorporates quality assurance through an annual review of Fellows' and Members' learning achievements, and by a certification process which is undertaken by the Group to which the Fellow or Member belongs, or by the Chair of the Board of Continuing Education where the individual contract process has been selected. 

3. WHAT IS CEP AND HOW THIS PROGRAMME DIFFERS FROM OTHERS

You will find that CEP is somewhat different from some other continuing education programmes which provide only for participation in short course and seminar activities. There are good reasons for this. In particular, this CEP takes into account a great deal of research into the ways in which adults learn:

How Adults Learn

Merriam ( Merriam, SB. New Directions for Adult Learning and Continuing Education, 2001;89:96) concludes that there are at least three ways in which these approaches are contributing to our understanding of adult learning:
First, the adult learner is seen holistically. The learner is more than a cognitive machine processing information. He or she comes with a mind, memories, conscious and subconscious worlds, emotions, imagination and a physical body, all of which can interact with new learning.

Second, the learning process is much more than the systemic acquisition and storage of information. It is also making sense of our lives, transforming not just what we learn but the way we learn, and it is absorbing, imagining, intuiting, and learning informally with others.

Finally, the context in which learning occurs has taken on greater importance. Not only can we see learning as situated in a particular context, but we can examine how race, class, gender, power and oppression, and concepts of knowledge and truth shape the context in the first place and subsequently the learning that occurs.
The approach to adult learning that has clearly the greatest prominence in regard to the training and ongoing continual professional development of medical practitioners is that developed by Knowles in the early 1970s. 

Summarising the work of Knowles, Kaufman ( Kaufman, DM. ABC of learning and teaching in medicine. Applying educational theory in practice, British Medical Journal 2003, 326:213-216) identifies five assumptions.

1. Adults are independent and self-directing.

2. They have accumulated a great deal of experience, which is a rich resource for learning.

3. They value learning that integrates with the demands of their everyday life.

4. They are more interested in immediate, problem-centred approaches than in subject-centred ones.

5. They are more motivated to learn by internal than external drivers.

The principles of adult learning that were developed from the above assumptions are described by Kaufman as “guidelines on how to teach learners who tend to be somewhat independent and self-directed”. Kaufman outlines these principles as follows:

1. Establish an effective learning climate, where learners feel safe and comfortable expressing themselves.

2. Involve learners in mutual planning of relevant methods and curricular content.

3. Involve learners in diagnosing their own needs as an aid to internal motivation.

4. Encourage learners to formulate their own learning objectives as a means of providing control of learning.

5. Encourage learners to identify resources and devise strategies for using their resources to achieve their objectives.

6. Support learners in carrying out learning plans.

7. Involve learners in evaluating their own learning as an aid to developing skills of critical reflection.

CEP encourages learning by building these principles into your continuing education activities.
4. WHAT IS CONTINUING EDUCATION ?

Continuing education is a process to assist you to pursue effectively your continuing development as a medical administrator or clinician manager.

The Process

· Places strong emphasis on deciding your development needs yourself. 

· Provides the means to set development objectives as CEP 'learning contracts'.

· Allows you to exercise individual initiative regarding the development activities you wish to carry out.

· Provides the alternatives of small group or individual work towards achievement of objectives. Small groups are seen as a means of providing assistance, support and peer monitoring of development activities.

In brief, you will determine your learning needs, develop a CEP Contract and carry out your CEP activities. You can decide whether joining a peer group or working individually best suits your current situation.

Applying the Continuing Education Process

An initial election is made whether the individual or group approach is more appropriate to the circumstances. The process described below is in general applicable to contract development by either method, except that a group is not involved in the individual process.

Where a Fellow or Member elects to have an individual agreement ratified by their local CEP Coordinator the agreement must generally conform to the following criteria:

· Expected commitment of 50  hours per year or 150 hours over three years.

· Not greater than 10 hours of passive attendance at lectures, conferences, and seminars to be recognised towards the total expected commitment. (The annual RACMA conference will attract 5 hours credit).
· At least 10 hours per year of individual personal study to be undertaken eg journal, text reading (but only 10 hours are counted toward the annual CEP count).

· Other activities which may be included in the required hours are:

· preparing and presenting lectures, seminar material on medical administration and general management

· preparing and undertaking activities as a College Examiner

· supervision and mentoring of a Candidate, Fellow and/or Member

· self assessment courses

· quality assurance activities relating to management

· management related research

* Visit the College website (www.racma.edu.au) for “useful links” and other information. 

** Verification of activities is by way of annual audit. Maintaining a logbook or portfolio of activities undertaken could be beneficial – see Appendix 5.5
The Steps in the Continuing Education Programme Cycle (See also Part 2 for more detail)
The steps in the process (which can be modified according to circumstances) are: 

1.
Carry out an analysis of your:
· current competencies and abilities

· the requirements of your current role

· aspirations regarding your future and desired level of knowledge and competencies

This can be done on your own, or in consultation with your CEP Group.

2.
A priority development need can be selected from the list of development needs generated by the above analysis. The CEP Group can assist in exploring your development needs and identifying your priority development need.

3.
You will then develop a CEP contract. This is an agreement between yourself and your CEP Group or your local CEP Coordinator concerning your continuing education programme.

The contract will specify:

· your CEP objective(s)

· the rationale for choosing these objective(s)

· your proposed action plan, the resources and time lines involved, and a specification of the evidence for evaluation of your achievement

The criteria set out above must be met.

The CEP Group will certify that the contract represents an appropriate CEP programme. An individual contract will be endorsed by the local CEP Coordinator.

(See Appendix 5.1 for a copy of the CEP Contract)

4.
Development activities will be undertaken as specified in the contract over the following year.

A CEP Group will meet regularly over the year (minimum of 4 times), to discuss progress and obtain necessary advice and assistance.
Amendments to the contract may be negotiated with the Group, or the local CEP Coordinator, if changed circumstances make this necessary.

There are a number of forms that have been developed to guide and assist you in undertaking CEP activities and in recording them. These forms are: 

Form 1:
Continuing Education Programme (CEP) – Activities Guide. 

This form provides a framework and ideas for CEP 
(Appendix 4)
Form 2:
Continuing Education Programme (CEP) – Log

This form enables you to list the activities completed and the hours compiled.



(Appendix 5.5)

Form 3:
Continuing Education Programme (CEP) – Activity Sheet

This form is designed to enable you to summarize each activity and you can attach documentation to it. Copy this form and use a copy for each activity.



(Appendix 5.6)

Form 4:
Continuing Education Programme (CEP) – Certification for Conjoint Activites

You need to complete this document where you are claiming activities undertaken in other College programmes as part of the RACMA CEP. Note that these must be management related and you will need to get this also signed off by the other College.



(Appendix 5.4)

5.
An annual review will be undertaken by the Group or the local CEP Coordinator. This serves to ensure that the contract is still relevant and that progress is satisfactory.




(Appendix 5.2)
6.
Completion certification (Recertification) and initiation of a new CEP cycle will occur every three years.


(Appendix 5.3)

5. WORKING IN A CEP GROUP




The Fellow or Member who elects to use the CEP Group process joins a small group of participants whose role is to assist and support one another in the development of CEP contracts and the undertaking of development activities. This group is referred to as a "CEP Group" and is similar to the 'learning set', used in various management action learning activities. 

Refer Appendix 1.

6. WORKING AS AN INDIVIDUAL PARTICIPANT
Before choosing to work individually Fellows or Members are advised to read Appendix 1 carefully and consider the advantages of a group. Reasons for choosing the individual CEP process will include circumstances such as geographical location which make formation of a group not feasible, or unusual situations where for example it may be considered that maintenance of confidentiality as discussed in Appendix 2 may prove too difficult.
7. CONTINUING EDUCATION PROGRAMMES OF OTHER COLLEGES 

Fellows and Members who participate in Continuing Education Programmes of other Colleges, both clinical and managerial, may include those activities in their learning agreement and may be able to satisfy RACMA requirements entirely through active participation in other programmes, provided those programmes reflect development of the competencies of medical managers.
Participants in another College’s CEP will be required to provide a copy of certification issued by that College. Additionally, Fellows will need to provide an outline of their medical administration activities (within the other College CEP), utilising the form in Appendix 5.4. 

8. AUDIT
An annual audit of 5% of CEP participants is conducted, whereby auditees will be required to produce documentary evidence to support their certification.

9. COLLEGE CERTIFICATION PROCESS
The College database will reflect individual advice re CEP compliance received via  completion of the annual survey on the website or as certified on annual subscription fee tax invoice. Such information will be incorporated into  data for the annual audit process. 
 

10. ROLE AND RESPONSIBILITIES
The following summarises the roles and responsibilitities of key people at each stage of the CEP Cycle:

National Director Continuing Education/Recertification 
· Overall responsibility for CEP

· Certificate sign off for three year cycle

Local CEP Coordinators
· Facilitate access to, and involvement in, CEP

· Verify, follow up and sign off contracts, completion certification and annual returns
· Conduit to National Director Continuing

· Education/Recertification and/or Secretariat

National Secretariat

· Assist National Director Continuing Education/Recertification and CEP Coordinators with the CEP process

· Maintain database of CEP participation, certification and compliance

Part 2 
CONTINUING EDUCATION PROGRAMME WORKBOOK
PHASE  1:
ANALYSIS OF CURRENT COMPETENCIES AND ASPIRATIONS 

STEPS IN PHASE 1

There are a number of steps in analysing your current skills or competencies, role and aspirations. Although it is time consuming, if carefully worked through, this section will form a solid basis for your whole individual CEP.

A number of abilities are grouped under broad competency domains in the RACMA Competencies Framework – refer Appendix 3. The RACMA Competencies Framework describes the core competencies of the medical manager.
The steps are:
1.
An analysis of your current competencies and abilities:

· Rating competencies as a strength or weakness.

· Summarising particular aspects of your competencies.

2.
An analysis of the competency requirements of your current role:

· Ranking the competencies in order of importance for your current role.

3.
An analysis of competencies required in a future position:

· Identifying the role you aspire to in 5 years.

· Ranking the competencies in order of importance for the role to which you aspire.

4.
An assessment of the match between your current competencies and current and future roles:

· Identifying where there is a gap between current competencies and requirements in your current role.

· Identifying competency gaps relating to the role to which you aspire.

1. CURRENT COMPETENCIES AND ABILITIES
Try to rate every broad competency overall, considering your performance at work in the last six months. The items contained under each heading provide additional information about the broad competency. This is to provide you with food for thought, so try to distinguish between broad competencies using the full range of rankings. Be clear about your strengths as well as honest about areas for improvement.

Take into account the views of others in so far as they are known to you. It may be useful to consult with others whose views you can respect.

Where the term 'organisation' is used, replace it with 'department' if that better represents your area of responsibility.

2. IMPORTANCE OF COMPETENCIES TO YOUR PRESENT ROLE
How important is each of the broad competencies to your present position? You may wish to consult with others about this.

You may also find it useful to look back again at the abilities that make up each competency, but ignore your earlier ratings of your own competencies for the moment.

3. ASPIRATIONS:  What do you Aspire to?
Consider the position, or type of position you would like to hold in five years' time. What would be the likely title of such a position, in what part of the industry, in what size organisation?

There are possible reasons that you may have to skip this Section. For example, the position to which you aspire in five years time may be the same as the present. If this or another situation exists which makes this Section redundant, please move on.

Importance of Competencies for Future Positions

How important are each of the broad competencies to this future position? Consult with others about this.
4. THE MATCH BETWEEN YOUR CURRENT COMPETENCIES AND YOUR PRESENT AND FUTURE ROLES
Comparison of Current Competencies and Present Role

In this section you will be comparing the initial assessment you made of your competencies (Section 1) with the assessment you made of the importance of each competency to your present role (Section 2).

In which competency areas do you perceive a gap between your current competencies and the importance of those competencies to your present position?

Comparison of Current Competencies with Future Role

You will of course only be undertaking this comparison if you have previously nominated a position to which you aspire (Section 3).

You are comparing the initial assessment you made of your competencies with the assessment you made of the importance of each competency to a future role to which you aspire. 

In which competency areas do you perceive a gap between your current competencies and the importance of those competencies for this future role?

PHASE  2:
THE CEP CONTRACT 

The contract is a written document setting out an agreement between yourself and your Group or the local CEP Coordinator concerning your continuing education programme. 

The contract will specify:

· your CEP objectives

· the rationale/reasons for choosing these objectives

· your proposed action plan of the learning activities you desire to undertake

· the expected outcomes

· the proposed evidence that objectives have been achieved

In deciding on these learning activities you will be taking into account both the different types of activities that exist and also your preferred learning style.

The contract may be for a total duration of up to 3 years, but it will also specify action plans for the following 1 year (12 calendar months) as a yearly review of achievement is undertaken.

Individual Responsibility

You need to be as specific and detailed as possible to obtain a clear, useful and manageable contract. You should aim for one which 'stretches' you to learn while still being realistic in terms of time commitment.

If you have chosen to complete your CEP contract without the assistance of a CEP group you may wish to obtain advice or comment from your local CEP Coordinator before submitting your contract for endorsement. 
CEP Group Responsibility

There are two linked but distinctive activities for the group in this phase. Firstly, the Group should encourage the individual to take on a contract that will require some effort and substantial learning.

Secondly, the Group has to certify the contract. This formal role requires the CEP Group to decide to endorse the contract objectives and activities as appropriate for the individual involved. Within a Group, contracts probably will vary widely according to each individual's different competencies and roles. Certification indicates that the contract represents an appropriate continuing education programme in the view of each participant's peers.

STEPS IN PHASE 2
There are a number of steps involved in completing the Contract document. In summary, you will be defining your learning objective and its rationale, exploring possible activities which you might engage in, taking your learning style preference into account, and then selecting your desired learning activities and specifying the expected outcomes and expected evidence of achievement of the outcomes. 

It is probably best to undertake the steps of completing the document individually, and then discuss them with the group or the local CEP Coordinator while they are still in draft form. A final version would then be presented at a later time for certification. This process ensures that you have the benefit of group or coordinator input before your plans are 'set in stone'.

Details of the steps are as follows:

1. 
Identifying your Learning Objective

· Identifying knowledge to be gained.

· Identifying competencies to be gained.

· Clarifying how such learning would improve your performance.

· Stating an objective.

2. 
Exploring your Rationale for Selecting this Objective

· Identifying situations where it may be useful.

· Summarising its relevance to your career.

3. 
Action Planning
(Use the form in Appendix 4 as a guide)
Possible Activities

· Identifying the types of knowledge and competencies involved

· Linking these with useful activities

· Identifying effective activities

Your Learning Styles

· Acknowledging your preferred learning style

· Recognising the learning styles appropriate to your objective

· Targeting the learning style for this contract

Selection of Action Activities

· Listing six activities to implement

4. 
Expected Outcomes

· indicating the outcome expected from each activity

5. 
Proposing Evidence of Achievement of Objectives

· Proposing evidence that the objective has been achieved, or at least furthered, utilising self report, feedback and demonstration.

6. 
Certifying the Contracts
· signing the contract to certify that it is a worthwhile CEP for this individual.

Where a Fellow or Member chooses an individual CEP programme, the contract will be certified by the local CEP Coordinator. Otherwise certification is undertaken by the CEP Group.

A CEP Contract Form is attached as Appendix 5.1 
As you complete each of the steps, enter a summary on the Contract Form.

STEPS IN DETAIL
1. 
OBJECTIVES
1. Examine your priority learning need; consider your own conception of this competency as well as the specific abilities listed in this handbook.

2. What knowledge do you need to gain in this area? (Just jot down points)

3. What specific competencies and abilities do you want to develop in this area? (Just jot down points)

4. In what ways do you expect your performance to change if you succeed in developing this knowledge and these competencies and abilities? What will you do better than you do now? Be specific and concrete in your examples.

5. Summarise the preceding notes in a succinct objective which is clear and attainable:

i.e. By... (date)...I will have developed my... (competency)...to a level where I can 
effectively... (performance goal)...

e.g.
By December 2005 I will have developed my conflict management skills so that I 
confront and resolve conflicts in a timely way and maintain a positive win-win approach to negotiation of conflict.

(Enter your objective on the CEP Contract form – Appendix 5.1)

2. 
RATIONALE 
1. How will this objective assist in your current (or future) position? List some examples of situations where it could be applied.

2. Summarise the rationale in a statement of the relevance of this objective to you in your professional career.

(Enter your rationale on the CEP Contract form – Appendix 5.1)

3. 
ACTION PLAN
Possible Activities

1. Your objective will involve a number of aspects of knowledge and competencies.

2. Which of the following is required by your objective? Mark as many as are relevant.

	A. Functional knowledge about certain functional procedures of management or of professional practice, (i.e. technical knowledge of one kind or another)
	Y
	N

	B. Organisational knowledge about your organisation structure and politics


	Y
	N

	C. Environmental knowledge about the industrial, economic, political or funding environment of your organisation.


	Y
	N

	D. New skill developing


	Y
	N

	E. Further skill developing


	Y
	N

	F. Networking, making alliances using the system effectively


	Y
	N

	G. Managing others: handling staff or interacting with peers


	Y
	N

	H. Managing oneself: managing time or emotional tendencies


	Y
	N


The most effective activities for implementing a learning plan with these particular elements of skill and knowledge are:
1. Conferences and seminars. These are over-relied on in continuing education and should be used selectively.

2. Short courses. These are a way to get started in a new area and to get a lot of information quickly.

3. Reading textbooks and handbooks. Often only useful in conjunction with actual application of the ideas or practices read about.

4. Reading reports and newsletters, from within the organisation and from external sources such as government departments, hospital associations, union and professional bodies.

5. Discussion with people that you consider skilled in this area and knowledgeable. Observation of them exhibiting their competencies can be part of this too.

6. Coaching by 'experts', either functional specialists such as the Finance Manager or those that you consider skilled in a particular ability. In this activity you ask for instruction and/or feedback on your own performance, in that particular area.

7. Project work, where you take on a special project to 'learn by doing'.

8. Secondment is a more complete version of 'learning by doing' in a new area, with the safety of being able to return to a familiar role.

9. Committee involvement within and external to your organisation.

10. Teaching others is a very good way to learn yourself.

11. Practice of competencies, done consciously and reflected upon provides incremental, on the job learning.

For all of these, learning is enhanced by use of a learning journal where you jot down actions, observations, reflections, new ideas relevant to your objective. The act of frequently writing down brief reports (to yourself) sharpens your perceptions and maintains motivation.

List the types of activities most effective for the aspects of competencies and knowledge that you identified in your objective. At this stage do not consider whether you will use them, just list all relevant, effective activities so that you can examine them.

Your Learning Style Preference

Studies have indicated that people develop preferences for different learning styles. As you go about selecting the learning activities in which you would like to engage, it may be appropriate to consider your own learning style so that you can choose the way of learning which you would most prefer.

One approach to learning styles suggests that there are five assumptions developing to the principles of adult learning which have been described in Part 1: About the CEP. 

(Kaufman,DM. ABC of learning and teaching in medicine. Applying educational theory in practice, British Medical Journal 2003; 326:213-216)

There is often value in managers widening the types of learning styles they use. For example, a manager who almost always tends to turn to thinking and theorising might do well to get some practice in being more action oriented. Similarly, some activists would do well to learn to pay more attention to thinking.

Selection of Action Activities

For your objective, review the options, list at least six specific activities you could take to develop specific knowledge and specific competencies, eg.,

· Attend short course on negotiating skills

· Read at least three books on conflict management and/or negotiation that promote a win-win approach

· Develop a checklist of conflict management behaviours I need to practice

· Practice these behaviours, particularly at the 'Y' Committee meetings, and record my reflections on success

· Observe 'A' in meeting situations and analyse his success at managing conflict

· Confront staff conflict directly, rather than postponing action or referring it elsewhere. Dealing with these conflicts in person, rather than in writing. Using a journal to monitor my success and to identify areas of particular difficulty.

 (Enter your activities on the CEP Contract form – Appendix 5.1)

4. 
DEFINING EXPECTED OUTCOMES
Each activity will afford a different kind of learning, so the outcomes for each will be different, eg.,

· reading books on negotiation would be expected to provide knowledge of effective strategies.

· developing a checklist of conflict management behaviour would alert you to critical behaviours and would provide a standard against which to measure yourself.

What outcome do you expect from each activity?

From Activity 1.

_________________________________________________________________________________
_________________________________________________________________________________
From Activity 2.

_________________________________________________________________________________
_________________________________________________________________________________
From Activity 3.

_________________________________________________________________________________
_________________________________________________________________________________
From Activity 4.

_________________________________________________________________________________
_________________________________________________________________________________
From Activity 5.

_________________________________________________________________________________

_________________________________________________________________________________
From Activity 6.

_________________________________________________________________________________
_________________________________________________________________________________
(Enter these outcomes on the CEP Contract form – Appendix 5.1)

5. 
PROPOSED EVIDENCE OF ACHIEVEMENT  OF OBJECTIVES       
The CEP is a process that can have practical outcomes. Achieving your learning objective can have real consequences. But how are you going to assess whether you have achieved your objectives? How are members of your CEP Group or the local CEP Coordinator going to determine whether you have completed your contract?

You may be required, as part of the annual audit process, to provide the Secretariat with

documentary evidence.

To help answer these questions it is useful to propose evidence that will support your achievements. This 'evidence' is evidence of your learning.

Maintaining a log book or portfolio of activities undertaken could be beneficial.

Examples of evidence may be feedback from others on your competencies, written examples of the standard of work you have achieved and/or self-report of critical incidents which you now handle more effectively.

You can generally be creative as to your proposals. Generally, more than one source of evidence is best; each brings out a different aspect of your learning.

What evidence do you propose as evidence of achieving your objective?

(Enter your proposed evidence on the CEP contract form – Appendix 5.1)

6. 
CERTIFYING THE CONTRACTS
The CEP Group should have discussed your contract with you so that it can be developed into a document that all Group members believe will challenge you and result in useful development of relevant competencies.

This process of developing the contract may involve a few alterations but when all Group members are satisfied with it they should sign it to acknowledge their agreement. Space has been given on the contract form for this endorsement.

PHASE  3:
UNDERTAKING DEVELOPMENT ACTIVITIES
For any particular contract, the development activities may occur over a period of up to 3 years. However, some contracts may be for a shorter period of 1 or 2 years.

Individual Responsibilities

During this phase you will be pursuing your own development objectives through the development activities as set out in your contract.

CEP Group Activities

If maximum benefit is to be gained from the Group, meetings need to be held at least 4 times a year to discuss and monitor progress, assist, provide advice and give support. In addition, the Group will undertake an annual review of progress on each contract.

PHASE 4:
ANNUAL REVIEW

Each CEP Contract is reviewed annually by the CEP Group or local CEP Coordinator with a view to determining progress  towards meeting the initial goals and objectives.
PHASE 5:
THREE YEAR CERTIFICATION OF COMPLETION
This is the final phase.

Every three years a certification process occurs.

The CEP Group discusses each participant's achievements and certifies that the activities have been completed at a satisfactory level of achievement. In the individual situation the local CEP Coordinator is responsible for the certification.

Individual Responsibility

You will prepare a brief report using the Contract Completion Certificate below.

CEP Group Responsibilities

The role of the CEP Group is to approve:

· that the CEP activities have been successfully completed at a satisfactory level of achievement;  (Contract Completion Certification – refer Appendix 5.3)
· that the project is progressing satisfactorily
· whether any additional assistance is required to maintain progress

· whether any variation to the contract is appropriate

All these matters will be discussed in various ways at different Group meetings if this is the method of CEP support selected, however, the annual review provides for a more formal activity in this regard.

Individual Responsibility

Each participant will prepare a brief report in relation to progress on the learning contract.

CEP Group Responsibility

The Group or the local CEP Coordinator will discuss progress with each participant.

Annual Review Report – refer Appendix 5.2
Revision date: December 2006








APPENDIX 1.
WORKING IN A CEP GROUP 
Functions of the CEP Group

The purpose of the Group is to facilitate the development of participants in CEP by providing assistance, guidance and support to Group members. This also includes a "certifying" activity whereby Group members come to agreement that the initial contract proposal and subsequently the completed activity of each Group member are of an appropriate standard.

In particular, the role of the Group is to:

a) assist each member to assess development needs and prepare a suitable CEP contract

b) agree that the contract is of a suitable standard

c) meet regularly to provide any required assistance and support to group members undertaking learning activities. Record minutes of the meetings and keep attendance records for audit purposes.
d) be a source of information regarding learning resources, such as books, journals, and contacts with other people

e) assist the member to evaluate the achievement of the learning activities

f) certify the achievement as being of an appropriate standard

Why Work in a Group?
Some people may prefer as a matter of course to work in group situations while others may prefer to work alone. However, no matter what your preference, there are some clear benefits from working in a group to undertake the CEP activities. These include:

· encouragement and stimulation to carry out activities

· an 'outside' view to maintain perspective on the task to be accomplished, so that it is neither too small nor too large, and is of an appropriate standard to provide development opportunities

· the availability of additional information and resources

· the generation of new ideas

· a number of perspectives from different backgrounds

Size of the Group

Groups may vary in size and this may be inevitable give geographical considerations. Various experience has shown that for the type of activity involved here, an ideal size would be 4 or 5 people. This is not so large as to prevent close discussion of each individual's contract and activities, nor so small as to create difficulties if someone is inadvertently absent from a meeting.

Frequency of Meetings

Meetings need to be frequent enough to enable the above objectives to be achieved. This may vary, but it is likely that a minimum of four meetings a year will be required to gain the maximum benefit of working in Groups. In isolated areas, contact by telephone, fax and/or email is encouraged.

Activities at Meetings

The major activities of the Group will centre around the business of assisting members to undertake their CEP activities.

What this involves at a particular meeting will vary depending on the stage members have reached in the CEP process.

For example, when members are at the beginning of the process, a meeting may be used to assist members to focus on their learning needs, to set objectives and to develop a contract.

Subsequent meetings would certify the contract as suitable, and assist members in the undertaking of their development activities.

At the completion of the contracted activities, a meeting could certify that the objectives have been suitably achieved.

RUNNING A SUCCESSFUL GROUP

When a Group is formed it will not necessarily begin to work well immediately. Making a Group successful will have to be worked at, in the same way that it takes effort to make a team effective. The following are some suggestions for making the Group function successfully.

Recognising the Value of the Group

An initial step is the need to recognise the potential value of the Group to the continuing education of Fellows and Members. This can be seen to have two aspects.

The first relates to your own development and involves you using the Group to obtain maximum assistance to facilitate the effective carrying out of your CEP activity.

The second relates to the development of others and the need for you to take on an effective role in the Group to assist the development of other Group members.

Setting Aside Time

CEP activities always run the risk of being the victim of the situation where urgent issues take precedence over the important. Consequently you will need to deliberately give the Group a priority in your diary. For example, it would be appropriate to initially schedule meeting times for a full year, with the proviso that a meeting could be added if required, or cancelled if it turns out to be not appropriate for it to be held.

Giving the Group Time to Develop

In some cases Groups will take a while to begin to operate well and you may need to work at this over a period of time. Often groups go through a number of phases of development. For example, this may include:

Hesitance an initial period when members are getting acquainted and some are hesitant and uncertain about the purpose and value of the Group.

Working through the confronting of differences in opinion and in the approach being taken by different members.

Evolution of agreement and mutual understanding.

Co-operative working
increased cooperation, trust and constructive working.

Asking Good Questions

One of the ways in which you can be most helpful to another Group member is to ask useful questions and to listen. Often it is not advice that is needed but rather some assistance in working something through. This is frequently achieved best by asking questions and by listening.

For example, some useful questions early in the process might be:

· Why are you addressing this particular learning need?

· How clear are your learning objectives? Why have you chosen these objectives? Do they appropriately address your learning needs?

· How do the proposed learning strategies relate to the objectives?

· Are there other resources and strategies that might be used?

· Are the proposed activities feasible? And/or appropriate in scope, in time and involvement required?

· Are the proposed evaluation criteria the most appropriate? Are there any others that might be used?

· During the CEP activities, some questions might be:

· What positive achievements are being made?

· What difficulties and problems need to be overcome?

· Will the target dates be met?

· In what way can we assist?

Near the end of the CEP activity:

· How well have the objectives been achieved?

· How can achievements be evaluated?

· What were some unexpected learnings/outcomes?

· What ideas have arisen which are useful in thinking of future plans?

Maintaining Confidentiality

Sometimes information discussed in CEP Groups may be of a sensitive or confidential nature either for individuals or for an organisation.

Consequently one of the ground rules needs to be that any such information does not get discussed in any other arenas.

This ground rule needs to be discussed and agreed in the Group, so that members can have confidence that what they say will be treated as confidential where appropriate.

The Sharing of Information

When a Group begins to operate well it will be characterised by the willingness of members to discuss the important issues related to what they are doing. That is, a reasonable level of trust and openness will have developed.

One prerequisite for this to evolve is the issue of confidentiality discussed above.

Some others are:

· being willing to get involved

· sharing information, ideas and feelings

· encouraging others

· giving attention to others

Taking an Effective Role in the Group

Having watched many people working in group situations, you will be aware that there are ways of working which are positive and constructive and ways which are not. Making a CEP Group work effectively will often call upon the deliberate use of the positive behaviours, just as this is often required to make groups or teams work well in normal work situations.

Some of these behaviours will include:

Initiating
contributing ideas and suggestions, proposing solutions, defining problems

Encouraging
providing support, being accepting of the ideas of others, giving helpful feedback

Steering
keeping the Group on track, watching the Group process

Resolving
assisting to resolve Group differences and conflicts, finding ways to go forward

If you use these types of behaviours you can do much to increase the effectiveness of the Group.

APPENDIX 2

WORKING AS AN INDIVIDUAL PARTICIPANT
Prior to the contract development the questions posed for the group process should be addressed and answered. Clearly at this stage input from other sources with direct knowledge of the Fellow's/Member’s employment history will be very important in providing objectivity. This input could often be obtained from colleagues (not necessarily medical) in the employing institution, or could be coordinated with the development of performance agreements or personal development plans. This stage does not differ in essentials from the group process which also permits individual work here.

Difficulties in the formal development of the contract should be discussed with the local CEP Coordinator. The contract should fulfil the criteria summarised in the section "Overview of the CEP Process". The Contract is certified by the local CEP Coordinator. You are also required to submit your annual review to the local CEP Coordinator for certification.
Final certification at the end of the three year cycle is via the National Director Continuing Education/Recertification.

RACMA COMPETENCIES  FRAMEWORK












APPENDIX 3
	Role
	Competencies
	Knowledge
	Skills
	Behaviour
	Education
	Assessment

	Medical Expert
	· Demonstrates intelligent leadership
	· Demonstrates knowledge of up to date leadership theory

· Can discuss the “learning organisation”
	· Demonstrates ability to translate theory into practice

· Able to pick most appropriate course of action from several choices

· Demonstrates self awareness in actions undertaken 
	· Demonstrates leadership by example

· Uses emotional intelligence framework in decision making

· Attitude and behaviour generates confidence in others
	· Leadership course at least one unit or an accredited short course

· Equivalent MHA
	· Preceptor and Supervisor Reports

· Viva

	· 
	· Able to influence medical staff behaviour
	· Demonstrates understanding of doctors motivations, values, “hot buttons”

· Demonstrates understanding of theory of influence / power / levers for change

· Demonstrates understanding of group dynamics; professionalism; professional bureaucracy
	· Able to develop options for influencing medical staff behaviour

· Able to identify key players 

· Demonstrates good conflict management and high level communication and interpersonal skills
	· Acts consistently

· Displays integrity

· Demonstrates a transparent consultative style
	· RACMA education sessions at 2 & 4 day workshops 

· Theory (Masters Degree), lead projects introducing change under supervision
	· Preceptor and Supervisor Reports

· Written work for College Assessment

· Viva

	· 
	· Able to devise and implement appropriate clinical governance systems
	· Can define factors making up clinical governance

· Demonstrates understanding of good systems of clinical governance eg performance management credentialing

· Can discuss key inquiries


	· Able to develop clinical governance systems 

· Demonstrates implementation of clinical governance system or systems

· Able to educate others on systems of clinical governance
	· Displays enthusiasm for developing clinical governance systems

· Demonstrates a consultative style
	· Covered during Health service Masters course

· Work experience of different systems & models

· Attendance at short course
	· Preceptor and Supervisor Reports

· Written work for College Assessment

· Viva

	· 
	· Able to manage health care provision for all patients (clients) of a health system
	· Can define Health systems theory and practice, including funding models

· Displays knowledge equivalent to breadth & depth of Master of Health Administration
	· Able to develop options for different health services

· Demonstrates ability to manage complexity & paradox in a system or service

· Demonstrates ability to distil complex decisions
	· Accepts that all clients have a right to health care
	· Units during Equivalent MHA course

· Significant experience of complex organisation(s)
	· Preceptor and Supervisor Reports

· Viva


	Role
	Competencies
	Knowledge
	Skills
	   Behaviour
	Education
	Assessment

	Communicator
	· Able to distil and convey complex information to diverse groups
	· Demonstrates understanding of communication styles and communication theory

· Displays expert knowledge on health care issues
	· Able to analyse own and others communication styles

· Demonstrates ability to teach competently (eg train the trainer course)

· Demonstrates high level abstraction and discrimination skills
	· Can adapt communication style to different audiences


	· Attend communication course and/or RACMA education session

· Variety of possibilities aligned with personal development plan including media training, public speaking & presentation skills
	· Reflective logbook
· Viva
· Preceptor and Supervisor Reports



	· 
	· Demonstrate an understanding of effective communication methodologies, pathways
	· Understands importance of imparting knowledge using different techniques

· Can discuss adult learning theory and models

· Demonstrates knowledge of communication methodologies and management of communication in organisations 


	· Competent in audio visual preparation and delivery

· Demonstrates appropriate use of written and verbal communication
	
	· Attend communication course and/or RACMA education session
	· Preceptor and Supervisor Reports

· Presentation at 4 Day workshop



	· 
	· Able to communicate up, down and across the organisation and internally and externally
	· Understands importance of communication at all levels

· Identifies all stakeholders impacting on health service delivery
	· Able to gain rapport with people at all levels

· Able to tailor the message to different stakeholders

· Demonstrates ability to work within a team and as leader of a team to obtain outcomes


	· Demonstrates success in engaging stakeholders ( outcomes)

· Demonstrates ability to work within a team and as leader of a team to obtain outcomes
	· Variety of possibilities aligned with personal development plan including media training, public speaking & presentation skills training courses
	· Preceptor and Supervisor Reports

· Written work for College Assessment

· Viva


	Role
	Competencies
	Knowledge
	Skills 
	Behaviour 
	Education
	Assessment

	Collaborator
	· Demonstrate an ability to listen to all sides of an issue and move forward with action
	· Identifies all the stakeholders in a health system

· Displays an awareness of the management of paradox 

· Demonstrates a knowledge of conflict resolution; 
	· Demonstrates negotiation skills

· Demonstrates complex problem solving skills
	· Displays positive attitude to participation in teams

· Shows tolerance of ambiguity


	· Ethics, health law training; conflict resolution; consumerism (exposure to the consumer perspective)
	· Preceptor and Supervisor Reports

· Written work for College Assessment

· Viva

	· 
	· Able to manage the interfaces in health systems
	· Demonstrates an understanding of relevant politics

· Identifies the drivers of demand and expenditure within health care

· Displays expert knowledge of health care systems
	· Demonstrates ability to critically analyse financial statements and business cases

· Demonstrates ability to apply principles of EBM 

· Demonstrates ability to make decisions when faced with multiple & conflicting perspectives 
	· Displays an ability to cope with complex and uncertain situations

· Displays an ability to “sit with” the differences between the stakeholders in health systems
	· Reflection on experience; involvement in development/ cessation/ expansion of service of similar (budget development)
· Equivalent MHA
	· Preceptor and Supervisor Reports

· Reflective Logbook

· Viva


	Role
	Competencies
	Knowledge
	Skills 
	Behaviour 
	Education
	Assessment

	Manager
	· Demonstrate business contingency management
	· Identifies effect of previous decisions on current situation

· Displays broad knowledge of business & operational processes 
	· Demonstrates ability to manage a business or business unit

· Demonstrates ability to act on financial information
	· Obtains and utilises appropriate corporate knowledge
	· Acquisition of technical skills short courses, work-based projects
	· Preceptor and Supervisor Reports

· Written work for College Assessment

· Viva

· MHA

	· 
	· Demonstrate ability to "think on your feet", analysing, determining options and acting within real world timelines 
	· Demonstrates a broad knowledge of business and medical ethics

· Demonstrates a broad knowledge of organisational dynamics
	· Demonstrates ability to prioritise tasks

· Demonstrates analysis of possible options

· Demonstrates ability to act quickly when necessary
	· Displays understanding of own level of comfort with Risk taking

· Produces pragmatic solutions to problems, utilising least worst option
	· Reflection on experience in work place
	· Preceptor and Supervisor Reports

· Reflective Logbook

· Viva

	· 
	· Demonstrate a coordinated systems approach to all management tasks
	· Describes the use of systems theory in management

· Describes Australasian Health Care system
	· Demonstrates the application of systems theory to management tasks

· Uses previous information to develop new systems (does not re invent the wheel)


	· Consults widely


	· Equivalent MHA

· Reflection on experience in work place

· Project Work (part of MHA)
	· Preceptor and Supervisor Reports

· MHA


	Role
	Competencies
	Knowledge
	Skills 
	Behaviour 
	Education
	Assessment

	Health Advocate
	· Able to influence policy and practice to optimise health outcomes
	· Can describe the major issues in current public policy

· Can describe the major issues in current health policy


	· Able to articulate clear priorities

· Able to distil a simple clear message from the evidence base

· Able to identify points of leverage
	· Displays an understanding of the prevailing ethos in the political system in optimising health outcomes


	· Equivalent MHA

· Reflection on experience in Government Health or Community Services Department
	· Preceptor and Supervisor Reports

· Written work for College Assessment

· Presentation at 4 Day Workshop



	
	· Provide advocacy for patients, populations, staff and organisations
	· Can obtain appropriate information about ethics, consumerism, public policy, law, resource allocation, population health

· Can obtain information which is free of prejudice or bias.
	· Demonstrates that information provided is free of prejudice or bias 
	· Displays engaged attitude in policy discussions

· Removes self and self interest from solutions to health advocacy issues


	· Reflection on experience; involvement in development/ cessation/ expansion of service of similar (budget development)
· Equivalent MHA
	· Preceptor and Supervisor Reports

· Written work for College Assessment




	Role
	Competencies
	Knowledge
	Skills 
	Behaviour 
	Education
	Assessment

	Scholar
	· Demonstrates a commitment to education and research to continuously improve knowledge and skills
	· Describes principles of educational theory and research

· Able to describe adult learning principles and describe how to use them in education
	· Can identify gaps in knowledge

· Demonstrates the development of a life-long learning plan
	· Displays behaviour which shows importance of ongoing learning


	· Attend courses that increase knowledge and skills on a regular basis
	· Preceptor and Supervisor Reports

· Reflective logbook

	
	· Demonstrates use of academic rigour in furthering knowledge
	· Shows evidence of being up to date with new developments in appropriate fields of knowledge
	· Able to describe methods of obtaining new knowledge and skills that will be sought in the future


	· Accepts the importance of providing appropriately researched and cited information in reports
	· Short courses on EBM or other relevant topics
	· Viva

· MHA

· Written work for College Assessment

	· 
	· Demonstrates ability to apply research skills to management tasks


	· Able to describe application of new knowledge and skills to management tasks
	· Demonstrates ability to research, collate and analyse data 
	· Thinks laterally and across paradigms
	· MHA

· Reflection on experience
	· Written work for College Assessment

· MHA


	Role
	Competencies
	Knowledge
	Skills 
	Behaviour 
	Education
	Assessment

	Professional
	· Demonstrates behaviour that is always within the value systems of the college 
	· Able to identify the core values of the College
	· Utilises values as a base for a framework within which behaviour occurs
	· All actions and behaviours fall within previously identified framework

· Desired behaviour is inherent in daily practice


	· Values provided at commencement of training and via web. Supervisor and preceptor to reinforce and to highlight words into actions
	· Reports from preceptor & supervisor

	· 
	· Demonstrates behaviour that shows use of self knowledge 
	· Displays knowledge of emotional intelligence
	· Able to reflect on personal style 

· Able to identify personal strengths and weaknesses
	· Able to accept feedback constructively

· Able to change behaviour base on feedback
	· Use of psychometric screening as part of self knowledge process
	· Preceptor and Supervisor Reports

· Reflective Logbook

· Entry interview

	· 
	· Demonstrate "patient first" behaviour
	
	· Demonstrates ability to tease out the patient issues in a scenario

· Able to implement systems which are patient focussed 
	· Displays a positive attitude towards patients


	· Reflection of experience in work place
	· Preceptor and Supervisor Reports

· Reflective Logbook

· Entry interview

	· 
	· Demonstrate awareness of ethical issues in managerial and clinical decision making
	· Displays knowledge of relevant medical ethics
	· Able to articulate the implementation of ethics in decisions 

· Able to implement management decisions which are ethically appropriate
	· Always considers the ethical principles in decision making 
	· Reflection of experience in work place
	· Preceptor and Supervisor Reports

· Reflective logbook

· Viva









APPENDIX 4 

Continuing Education Programme (CEP) - Activities
_____________________________________________________

List of possible CEP Activities ...... across four subsections.

	Activity

	A.  Lectures, conference and seminars

	· RACMA approved/medical administrator related conferences, lectures seminars etc

	· Attendance at RACMA international, National and State/territory formal meetings and teleconferences

	Note: Minimum recommended hours is 10 but only 10 are counted

	

	B.  Individual study (journal and text reading etc)

	· Professional reading (complete with full bibliographical citation or internet address) in texts and electronic media

	Note: Minimum recommended hours is 10 but only 10 are counted

	

	C.  Other Activities 
Note: Need not be RACMA activities but must be management related

	· Preparing and presenting lectures and seminars

	· 
Formal presentations at conferences or meetings

	· Publication of papers, books or book chapter

	· Reviewer of articles for scientific journals or medical publications

	· College pamphlet/publication authorship and/or review

	· College activities e.g. Censor

	· Supervising and mentoring a Candidate, Fellow/member

	· Self Assessment courses e.g. learning projects, CD-ROM/internet tests

	· Quality and clinical governance 

	· Research 

	Note: No maximum or minimum hours

	

	D.  Conjoint Activities with another Medical Council

	· The equivalent of the above activities certified by the other College

	Note: No maximum or minimum hours


APPENDIX 5

Appendix 
5.1

Continuing Education Program (CEP) Contract 
(To be compiled by the participant and to be signed by members of your CEP Group or your local CEP Coordinator)

NAME:
 ___________________________________

SIGNATURE: 


___________________________________
DATE: __________________

OBJECTIVE:

___________________________________________________________________​​​​​​​​​​​​​​​__________

___________________________________________________________________​​​​​​​​​​​​​​​__________

___________________________________________________________________​​​​​​​​​​​​​​​__________

___________________________________________________________________​​​​​​​​​​​​​​​__________

___________________________________________________________________​​​​​​​​​​​​​​​__________

RATIONALE:

___________________________________________________________________​​​​​​​​​​​​​​​__________

___________________________________________________________________​​​​​​​​​​​​​​​__________

___________________________________________________________________​​​​​​​​​​​​​​​__________

___________________________________________________________________​​​​​​​​​​​​​​​__________

___________________________________________________________________​​​​​​​​​​​​​​​__________

ACTION/ACTIVITIES 
EXPECTED LEARNING OUTCOMES

1. ____________________________________
______________________________________


____________________________________
____________________________​​​​​​​​​​​​​​​__________


____________________________________
____________________________​​​​​​​​​​​​​​​__________

2. ____________________________________
______________________________________


____________________________________
____________________________​​​​​​​​​​​​​​​__________


____________________________________
____________________________​​​​​​​​​​​​​​​__________

3. ____________________________________
______________________________________


____________________________________
____________________________​​​​​​​​​​​​​​​__________


____________________________________
____________________________​​​​​​​​​​​​​​​__________

4. ____________________________________
______________________________________


____________________________________
____________________________​​​​​​​​​​​​​​​__________


____________________________________
____________________________​​​​​​​​​​​​​​​__________

PROPOSED EVIDENCE OF ACHIEVEMENT OF OBJECTIVES

1.
_____________________________________________________________________________

___________________________________________________________________​​​​​​​​​​​​​​​__________

___________________________________________________________________​​​​​​​​​​​​​​​__________

2.
_____________________________________________________________________________

___________________________________________________________________​​​​​​​​​​​​​​​__________

___________________________________________________________________​​​​​​​​​​​​​​​__________

3.
_____________________________________________________________________________

___________________________________________________________________​​​​​​​​​​​​​​​__________

___________________________________________________________________​​​​​​​​​​​​​​​__________

CEP Certification

The contracted CEP activities are endorsed.

Signatures of CEP Group Members or local CEP Coordinator

1.___________________________________
Date:
​​​​​​​​​​​​​​___________________

2. ___________________________________
Date:
​​​​​​​​​​​​​​___________________

Appendix 5.2

CEP Annual Review Report 





Year_____________
(to be completed by the participant)

Briefly describe the development activities which have been undertaken

during the year

______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
What learnings are evolving?

______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
Is the contract proving to be satisfactory?

______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
What changes are required?

______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
Name
____________________________

Signature
_____________________________________
Date_______________

Appendix 5.3

Contract Completion Certification
(To be compiled by the participant and signed by the members of your CEP Group or local CEP Coordinator)

Name__________________________ 
Year_________   
I certify completion of minimum hour requirement 
Signature__________________________________________
Date_______________________
What were the major development activities undertaken?

1. __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

2. __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

3. __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
In what ways were the contract objectives achieved?

1.
______________________________________________________________________________
______________________________________________________________________________

2.
______________________________________________________________________________
______________________________________________________________________________

3.
______________________________________________________________________________
______________________________________________________________________________
What particular learning (skills, knowledge, attitudes) evolved?

1.
______________________________________________________________________________
______________________________________________________________________________
2.
______________________________________________________________________________
______________________________________________________________________________
3.
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
CERTIFICATION

The contracted CEP activities were successfully completed at a satisfactory level of achievement.

Signatures of CEP Group Members or local CEP Coordinator

_____________________________ 
____________________________

_____________________________ 
____________________________
Date:
_______________________________________
Appendix 
5.4

Continuing Education Program Certification 
– for conjoint Fellows and Members
This document is to be compiled by Fellows and Members who wish to have their CEP activities undertaken with another medical college, recognized by RACMA. This form should be signed by the CEP Coordinators of both Colleges.
Name
_____________________________________________
 

Signature:
_____________________________________
 Date: __________________

A
What were the major development activities undertaken?

1.   _________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
2.
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
3.
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
B
In what ways were these activities relevant to your role as a medical administrator and Fellow of RACMA?
1.   _________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
2.
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________

3.
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
C
What particular skills, knowledge, attitudes relating to medical administration competencies have you developed?

1.   _________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
2.
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
3.
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
CERTIFICATION

Other Medical College

The contracted CEP (or equivalent) activities were successfully completed at a satisfactory level of achievement.

Signed:
_________________________________
CEP equivalent Representative of the other Medical College 
Date:
______________________
RACMA

I accept that the activities undertaken at ____________________________________________ (other College) are relevant and appropriate for a medical administrator and certify that this participation is equivalent to   ______ hours.

Signed:
_________________________________ 
RACMA CEP Coordinator

Date:
______________________  

Appendix 5.5

Continuing Education Program Log

	Category 

(A, B, C or D)
	Description of Activity


	Dates
	Hours
	Verification Worksheet Completed (Tick)


	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Category 

(A, B, C or D)
	Description of Activity


	Dates
	Hours
	Verification Worksheet Completed (Tick)


	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Summary:
A
Lectures, Conferences and Seminars
_______
Hours



B
Individual Study (Journal and text reading etc)
_______
Hours


C
Other Activities
_______
Hours


D
Conjoint Activities (with another College)
_______
Hours


Total hours claimed
_______
Hours


Hours claimed from:
___________________  
to
____________________________
Appendix 5.6

Continuing Education Program 
CEP Activity Worksheet

Name:
_____________________________________________

Activity Category:
(Please tick the category in which claim is made.)

A.
Lectures, Conferences and Seminars

[image: image3.png]


B.
Individual Study (Journal and text reading etc)

C.
Other Activities

D.
Conjoint Activities (with another College)

Subcategory: (e.g. Lectures is a sub-category of ‘A’, Preparing and Presenting Lectures would be a sub-category of ‘C’ etc)
_____________________________________________________

____________________________________________________________________________

Description of Activity:

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

Relevant date(s):

____________________________________________________________________________


Number of hours being claimed for this activity:


Verification:

The following supporting documentation is attached:

____________________________________________________________________________

____________________________________________________________________________
� EMBED MSPhotoEd.3  ���





� EMBED MSPhotoEd.3  ���








� Draft as of December 2006


� Derived from CANmeds





� Keep a summary of all CEP activities completed and lodge this log with the individual CEP Activity Worksheets and their supporting documentation.


� Use a CEP worksheet to describe each activity for which CEP points are claimed. Photocopy this worksheet as required for use for each activity.
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